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TM-4 APPROVER COURSE

USING NASA’S TRAVEL MANAGER SYSTEM

DELEGATE AUTHORITY

This document covers the steps for an approver to delegate authority and to remove the authority
once delegated.
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A. SETUP

Approvers have the ability to delegate their Travel Manager’s document approval authority
to another approver. This will route all documents the approver has not yet received to the
delegated approver. The delegated approver will be responsible for approving all documents
and an email notification will be sent to both approvers. After the designated approver signs
the document, routing will continue normally. It is the original approver’s responsibility to
process all documents routed to the original approver prior to the delegation.

NOTE

The Travel Manager system will allow delegation of authority to any user within the system
regardless of authority, but if the delegated user does not have the same authority or higher
of the user delegating the authority, they will be only able to use the default status and the
sign status to stamp the document(s).

1. Click on the Setup link, on the Tab Menu Toolbar at the top, to go to the Setup page.

Setup  Reports  Logout  Help Document Preparation

User:

Alan Approver
Traveler:

[» Create a Mews Document
[ Open Existing Document
[ Review Documents

[ Delete Documents

[» Copy Document

[> Impaort Documents

2. The browser will launch a new window over the original window displaying the Setup
window.

Tables Reports Admin Rates Forms Close Help Administrative Setup
User:
Alan Approver

[ TABLE SETUP
[ Audit Checklists
[» Statuz Codes
[ Routing Lists

3. Click on the Admin link on the Tab Menu Toolbar at the top.
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4. Click on the Delegate Authority link on the Document Processing Toolbar on the left

side of the page.

Tables Reports Admin Rates Forms Close Help

User: Delegate Authority

Alan Approver Quick Tip
To delegate signing authority, click on the person's name.

[> ADKIK SETUP
Organization |24-A-"-\ Yl
[+ Set Pazzword
Hame I Search I

[+ Set Signature
: Delegate Authority
Delegate Authority

(T Current Authaority Croanization
[» User Preferences

[» Femove Edit Locks

[+ System Preferences

Administrative Setup

For this page you can:

Close | Delegate Authority
List All IPossibIe Delegatess
List Current | Autharity

5. The Delegate Authority window will be displayed.
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B. DELEGATE AUTHORITY

O Administrative Setup
User: Delegate Authority —
Alan Approver % OQuick Tip - For this page you can:
b ADMN SETUP organi::ie;egz:-ﬂlnf authotity, click on the person's name. lili::zilll Delega.te authority
[» Set Pazsweord I j |F‘033|ble Delegatees

Hame Iapprover Search

[> Set Sionature —I
: Delegate Authority

N R D

Ligt Current | Athority

I

[» User Preferences

APPROYWER ALAN 24-8

[ Remowve Edit Locks Approver Anits 240
[> System Preferences APPROVER BETTY 24-28
Approver Brandon 24-CH

1. Type the name of the approver to whom authority will be delegated in the Search

Criteria Name field and click the _S=aren | button, beside the Name ficld, to display the
name in the Delegate Authority list at the bottom.

2. Scroll to find the name in the Delegate Authority list and click the name.

3. If'the person entered has a different authority level than the approver delegating the
authority, the Signature page will display a message stating what the person’s authority
level is and asking if the delegate authority process should continue.

Tables Reports Admin Rates Forms Close Help Administrative Setup
User: Signature
Alan Approver Quick Tip For this page you can:
To complete the delegation of authority, type your Signsture PIM.
[> ADWIN SETUP Save | Authority Delegation
BARBARA TRAVELER has permizsion level 0, wehich iz different from your

[ Set Passward permission level. Consider this difference in permission-levels prior to delegating Close | without Delegating
[> St Signature authority .
+ Delegate Authork Signature PIH

[z Uzer Preferences

[ Remowve Edit Locks

[> System Preferences

4. Click the &=z ] without Delegating button, in the ‘For this page you can:’ area in the
top right, to discontinue processing. The user selected does not have authority to approve
documents.
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5. Type another name of an approver to whom authority will be delegated in the Search

Criteria Name field and click the _S=aren | button, beside the Name ficld, to display the
name in the Delegate Authority list.

Tables Reports Admin  Rates Forms Close Help Administrative Setup

User: Delegate Authority
Alan Approver Quick Tip For this page you can:
To delegate signing authority, click on the person's name.

Close | Delegate Authority
List All |Possible Delegatess

List Current I Autharity

[ ADhIN SETUP

Organization I 24-A8 ‘l

[» Set Passwoard
Hame [oppioves | Seaich |
[> Set Signature
: Deleyate Authority

* Delegate Authority

:
APPROVER ALARN
[» Remowve Edit Locks Approver Anits
[> System Preferences APPROVER BETTY. 24-28

Approver Bran| an 24-CH

[ Uzer Preferences

6. Click the appropriate person’s name in the list to display the Signature box.

Tables Reports Admin Rates Forms Close Help Administrative Setup

User: Signature
Alan Approver Quick Tip For this page you can:
To complete the delegation of autharity, type your Signature PIM.
[ DI SETUP Save | Authority Delegation
Signature PIN [P
[ Set Password I Close I wyithout Delegsting

[» Set Signature
¢ Delegate Authority
[» User Preferences

[ Remove Edit Locks

[» System Preferences

7. Click in the Signature PIN field and enter the PIN.

8. Click the 5= Authority Delegation button in the ‘For this page you can:’ area in the
top right.

9. The Delegate Authority window displays the person’s name to whom the authority is
delegated.
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e e T e T R Administrative Setup
User: Authority Delegated to: BETTY APPROVER
Alan Approver

[z &DhIM SETUP

[» Set Pazzword

[+ Set Signature

» Delenate Authority
[» User Preferences

[» Remove Edit Locks

[» Svystem Preferences

% Quick Tip For this page you can:

To delegate signing suthorty, click on the person's name.

Close I Delegate Authority
Organization |24-A-"-\ "I

List All |Possible Deleyatess
Hame I Search | List Current | Autharity
Delegate Authority
WEGTE] Current Authority Ty

10. Click the _Hle==1 Delegate Authority button in the ‘For this page you can:’ area in the

top right.
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C. REMOVE DELEGATED AUTHORITY

Approvers remove authority to another user in somewhat the same way they delegate
authority. After the authority is removed all documents will be routed to the original
approver.

1. Click on the Setup link, on the Tab Menu Toolbar at the top, to go to the Setup page.

Setup  Reports  Logowt  Help Document Preparation
uge%

Alan Approver
Traveler:

[» Create a Mew Document
[ Open Existing Document
[» Review: Documents

[» Delete Documents

[» Copy Document

[ Import Documents

2. The browser will launch a new window over the original window displaying the Setup
window.

Tables Reports Admin Rates Forms Close Help Administrative Setup

User:

Alan Approver

[» TABLE SETUP
[ Sudit Checklists
[ Status Codes
[ Routing Lists

3. Click on the Admin link on the Tab Menu Toolbar at the top.

4. Click on the Delegate Authority link on the Document Processing Toolbar on the left
side of the page.
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5. Click the tist Curent | Authority button, in the ‘For this page you can:” area in the top
right, to display the name.

Tables Reports Admin  Rates Forms Close Help Administrative Setup
User: Authority Delegated to: BETTY APPROVER
Alan Approver Quick Tip For this page you can:
To delegate signing authority, click on the person's name.

[> ADMIN SETUP Close | Delegate Authority
[> Set Password Organization I:24 AA:IY List All |Possible Delegatess
Hame I Search |
[> Set Signature
: Deleyate Authority
Delegate Authority

ame Cur ity

List Current I Authority

[ Uzer Preferences

APPROVER: BETTY 3 Delete currert Suthority

[» Remowve Edit Locks

[> System Preferences

6. Click the Delete icon in the Current Authority column next to the name to which
delegation authority was given. The following confirmation box will be displayed.

ifmptrel.ifmp.nasa.gov - [JavaScript Application]

@ Are you sure you wwant to revoke this delegation of signature authority?

Ok Cancel

7. Click the _i__i button. Delegation authority will be revoked and new documents will
route original Approver and any existing back-ups in the current routing chain.

8. Close the browser window by clicking the “X” on the browser window in the top right
corner to close the Delegate Authority page.
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